WORKFORCE CENTER GUIDE

+ Reception, Resource Area
and Program and Services

. + Making The Most of Your Visit
mf + Tools and Tips

| WORKFORCE I
CENTER SYSTEM

+ Programs and Services

+ Objectives, Goals and
Planning
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Reception Information

| Interpreter

1 Language assistance

1 Sign language

1 Attend or make an appointment

| Register for a workshop

1 Unemployment Insurance

'] Other

Programs and Services

[]
[]
[]
[]
[]
[]
[]
[]
[]

O O O O O

Adult Basic Education

Business Services

Federal Bonding Program

Food Support Employment Training
Dislocated Worker Program

Displaced Homemakers Program
Migrant Seasonal Farmworkers
Minnesota Family Investment Program

Senior Community Services Employment

Program

State Services for the Blind
Veterans Program

Vocation Rehabilitation Services
Unemployment Insurance

Youth Program

Tell us how we can help you

with your visit.

Check any of the boxes you would like more
information on or assistance with.

Resource Area
|| Staff assistance

| Office Equipment
e Phone or Fax
« Computer
e Copier or Printer

| Assistive Technology Equipment

o Hardware and software is available in all
WFCs to aid in accessing print material,
workshops, and computers

| Job searching and career planning tools
e Internet and bulletin job boards
e Minnesotaworks.net

¢« Resume and cover letter samples
¢ Networking and job clubs
e Career planning information

o Training and education information

e« WorkForce Center Workshops
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Getting Started

4 N ' Y
Check in with Access phones, Sign up for a Learn about
reception staff for copier or fax workshop or services and

an appointment machine job club programs
\, \ v
.
{ N ( )
Access printed material: Obtain the Unemployment
job searching tips and Insurance brochure to learn about the

community resources program and application process

\. v G J

Create an account in the Customer
Registration System or Minnesotaworks.net
to access the WFC computer and resources A

Create multiple resumes and cover
letters in MS Word or WinWay, a software
program that helps create them

Access the internet, check email,
submit a resume and apply for jobs
electronically

Connect to online social
Networks and create online profiles

Start a new
career path!
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Computers and internet access is available for job searching related activities, such as,
contacting employers, applying for jobs, checking emails, accessing program and
tutorials as well as performing unemployment insurance activities.

Accessing computers or participating in most online activities, requires you to create 400 ' ‘
various accounts. TIP: For greater security, use both lower case and upper case letters ‘
mixed with numbers. Also, you’ll need a safe and secure method to remember them. Y .u;_,\ \

- @ An email address is necessary to communicate with employers. TIP: Create an account
h that shows a professional or presentable email address. Don’t use an email address that
8C— M| is too cute, funny or offensive in any way.

Multiple resumes and cover letters can be created in Microsoft Word or Win Way, a

software program that has pre-designed templates.

1) Email a copy of your resume to yourself.

2) Review your resume before sending it out to employers to ensure good quality.

3) Save your resume to a saving device while you are creating it, such as a flash drive or
memory stick., so you don’t lose your work.

B A flash drive or memory stick that can be purchased at most local store.

{0

Documents, such as resumes, cover letters, emails or company information can be print- l
ed on the WorkForce Center printers. TIP: A medium to high grade stock paper is .\%‘
recommended for professional communication like resumes and cover letters.

L) gocial networking is an important part of connecting with employers. Join a professional
association that matches your job interests, and create an online profile on a social
networking site, such as LinkedIn. Volunteering and internships are also great ways of
expanding your network and gaining experience.

To stay organized and retain job searching activities, contacts, important documentation ’

and accomplishments, consider using a 3-ring binder to this information, organized,
safe, and accessible.
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Adult Basic Education (ABE):

Business Services (BS):

Dislocated Workers (DW) Program:

Displaced Homemakers Program (DHP):

Food Support Employment Training (FSET):

Minnesota Federal Bonding Program:

MinnesotaWorks.net:

Migrant and Seasonal Farmworkers Program:
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Minnesota Family Investment Program (MFIP)

Senior Community Service Employment Program (SCSEP)

State Services for the Blind (SSB)

Trade Adjustment Assistance (TAA)

Vocational Rehabilitation (VR) Services

Veterans Services

Unemployment Insurance (Ul)

Work Opportunity Tax Credit (WOTC)

Youth Services
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What training or information do | need to obtain?

. Computer / internet skills [
. Assessment testing [
« Ex-offender resources O
. Job searching tips [
. GED diploma [
. Internships / volunteer work [
. Language skills (ESL) L]

What 3 goals do | want to accomplish?

1.

2.

3.

What challenges / barriers do | face? Resources available to resolve them

1.

2

3.

4

Job / Career / Training / Workshops information
1.
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WORKFORCE
CENTER SYSTEM

An Equal Opportunity Employer and Service Provider
This information is available in alternate formats for individuals with disabilities by
contacting Lisa Snyder 651-259-7584 or lisa.snyder@state.mn.us
TTY Number 651-296-3900

7 POSITIVELY 1st National Bank Building
‘Mmja 332 Minnesota Street, Suite E200
) St.Paul, MN 55101

http://www.positivelyminnesota.com/
Department of Employment and Economic Development
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